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.ABSTRACT . , ^ . . . • 

i This docuientjis one of twelve describing^ the .Career 
Tlanning Support System (C^sisj and its use. (CPSS is a coaprehensive 
guidance prograa aanageaent systei designed to provide info^ation 
for local high schools to design, ^iipleaent, and evaluate aii upgraded 
career guidance program. CPSS desclribes hov existiag activities can 
be brought into an integrated systematic approacWnfor the delivery of^ 
career guidance' services vhich vould enable teachers, counselors, 
students, and coBBUirity aeabers to decilJe on a Specific prograa to be 
followed.) This doc^uaent, directed at career development instructor^, 
focuses on^hov to produce career developaent units (CDOs), defined as^: 
a teachiiig and/or counseling 'activity designed and Written to 
establisii aethods for iielping students achieve the behaviora^l 
objective for all or part of a given goal.) Procedures are detailed \ 
for tHe CDO foraat and evaluation, ^ppen^ixes contain additional 
ihforaation oii_ behavioral objectives, a ^aaple CDO (vhich outlines 
goal, objectives, instruptors, infusion points, participants, 
schedule,. aethods, resources, and evaluation), and instructions f or 
coaplrtilng CDO evaluation foras. (Tl) 
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INTRODUCTION 



Now that goals have been ^selected that 

• give yo^r new program shape and direction, 
what remains to be done is to decide exactly 
how to help students rfleet behavioral objej- 

^ tives that reflect thpse goals. The way that 
your school will help students meet the be- 
havioral objectives isl)y providing them with 
career development units (CDUs). 

A CDU is ^ teaching and/or counseling 

• activity that is designed and written to es- 
tablish methods for' heljjing students achieve 
the behavioral objectiva for all or part of a 
given goal. Several CDUs may be required 
to help students reach the same goal. 0« 
the other hand, the same CDU may address 
one or several related goals. A CDU can be 
taught anywhere— in an already existing 



course, in af>course designed for lhat pur- 
pose, in a program offered by a community,, 
agency, etc. , , • 

You and other CDU instructors will 
plan, write, and teach CDUs by following 
the CPSS format- suggested for CDUs in this 
guide. Resource persons (such as the CPSS 
^ coord inator^ resource leader, behaviork bb"^-' 
jdttive specialist, and method specialist)^ 
available to help you at your request. 

Once you have written ydUr ^DU, the 
Steering Cpmmittee will review it and ask 
you to make any neces^ry changes. You , 
will then teach the CDU, after which you 
and your students will evaluate it.^ 

Your procedures pertaining to CDU 
production begin on the next page. Ap- 
propriate reference material appears later 
in this procedural guide. 
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'/ PROCEDURES 

After your^lection by the Steering Committee, decide with the coordinator and 
with the other CDU instructors whether you will write your CDU indrvidUally or 
as a group. ' ^ ' 

Attend the sessions'arranged by the coordinators to. brief you on the production of 
CDUs. Receive a copy of the goal or goals that your CDU will address and make 
sure that you know fehe infusion point and target group.for your CDU. 

Begin writing your CDU according to the format prescribed on the next two pages. 
Call upon the CPSS coordinator^ behavioral objective specialist, method specialist, 
and resource leader as appropriate. ' 

A. Appendix A contains refererrce material that may be helpful. 

B. Appendix B is a sample CDU written in the CPSS format* It may,be wise to 
refer to it as you wtite your own. 

4 

C. Section 9 of the format requests only that you decide how you will evaluate 
the CDU once it has been taught and suggests using the CDU evaluation form. 
Attach a blank evaluation form to each CDU you write. You will complete it 
after you teach th^ CDU. * ^ 

Give your completed CDU to the CPSS coordinator and make-any changes recom- 
mended during the Steering Committee's review of CDys. He/she will make 3 copy 
and give you the original of the CDU from which to teach. 

Teach the CDU at the appropriate time. 

Evaluate fhe CDU and complete the CDU evaluation form using the instructions in 
Appendix £1. The format ako suggests that you attach any comments yon want to 
make about the CDU. Such comments should be valuable \luring other evaluations 
and also should help.those who may teach the CDU later. - 

Give the completed CDU evaluation form to the CPSS coordinator after having made 
a cbpy.for yourself. , ^ ' ' ^ 

Return this procedural guide to the-^oordinator. 
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CD0 TITLE: 



1. ■ GOAL(S) : , 

2. OBJECTIVES : 

J 

3. INSTRUCTOR(S) : 

4. INFUSION POINTS: 



(Write the goal or goals that your activities will address as designated 
by the Steering Committee. Include also the goal number and priority 
of the goal.) • ^ 

(List the behavioral objectives for this unit. Number each behavioral 
objective and denote efiabling objectives.) 

(List all those who will teach the unit.) 

(List specifically where the CDliwill be implemented, e_^., the classes 
where it wil^be taught.) 



5. PARTICIPANTS : \ Actual number : (Total nrnnber of students taking the CDU.) 

Target group and number : (If feasible, briefly describe the group of 



6. SCHEDXJLE : 

•7.. METHODS : 

6. RESOURCES: 

9. EVALUATION: 



students and the tota^number who eventually will take the CDU, e^,, 
ninth grade, 250.) A 

(List the dates and, if necessary ,-the time for implementing the CDU, 
Time may already be specified By the infusion points.) ^ . 

(List the methods in th^ order in which they will be used. You also 
may want to list when each method will be usedi) ' ' 

(List the resources [ people, space, equipment, and materials ] for each 
method as well as their availability and cost,) * 

(Attach the suggested CDU evaluation form on the following page or 
attach another one you have developed or obtained. Also attach any 
forms that will be used to evaluate achievement of beh'avioral objectives. 
These forms should not be filled out until after you have taught thp 
CDU. Describe briefly the evaluation procedures you will follow.) 
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, . ^CDU EVALUATION FOR 

Instructor: . Goal No: Infusion Point: 



BO 


Number of * 
Students 
■attempting ovi 


BO Achievenjent 


ivictilOQ 

Letter 


Number of ^ 
ocuaents 
in Method 


Helpful 


Intertesting 




No- 




No. 
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No. 




Students* Comrnents 












^ ^ 


\ 








* 








• 














\ 






• 


























/ 






















/ 




















/ 




































* 






















































* 
















) 








































1 ^ 




0 
















* 


















i 






• 






























» 






























> 






\ 


























/ 










































T ^ 


■4 








/ 


i 









Appendix A 

REFERENCE AND ASSISTANCE • 

Objectives . . - ' ' ■ i_ • 

. \ ' . . • ; <^ 

A behavioral objective is\ statement that describes what a person should be able to do after com- 
, pleting a learning experience. Good behavioral objectives give the person a clear understanding of 
what i^ expected of'him/her. In other words, they are a means of communicating ^ery important - 
information. ' ^ ' 

Behavibial objectives contain four parts or portions. The terms you will need to know begin with » . 
• the first four letters of the ajpliabet, ''ABCD." 

A. Actor(s) Thegroupof students (or adults) who will perform a desired-task 

B, Behavior A task that the actor c^n be seen or heard * p^r for mm g 

. C. Condition(s) (An optional part of behavioral objectives) What the actor has to 

work with to perform the desired task; can be materials or a* setting/7 

D. Degree of Success | The criterion that can be used to determine whether a^tudent has 
* successfully mastered the behavior prescribed by the behavioral gb- 

jective 

Actors * i-^ 

A behavioral objective specifies what specific persons or "actors" will be able to do after com- 
pleting a learning ejfperience. The actor, the person who' will perfdrm a given task, usually 
should be a student. 

Behavior ' • 

The behavior portion of 'a behavioral objective states what the actor should be^ble to do. The 
behavior portion describes an "observable*',action. An observable action can be seen or heard. ^ 
The key words to 109k for are verbs open to few interpret^ions rather than many. Test to see 
if your objective is^ written in beha>^ral terms by asking the question, "Ca'n I see or hear the 
actor performing this task?'* If thewiswer is no, "then the behavioral objective is not written 
in beliavioral terms, v v ' \ , 

Conditions . . ' . 

The conditions portion of a behavioral objective describes the conditions under which the de- , 
' ' sired behavior will be performed. Conditions either describe the setting of the actor or state * 
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what materials 6r information will be given to the actor to perform the desired task. The con- 
. ^ • . ' ,ditidns statement is usually placed at the begimiing of a behavioral objective. 4 condition .is 
V* A. used to clarify the objectives; therefore, it is*an oplional part of a behavioral objective. 

Degree of Success . * " 

^ \ 
* » The remaining portion of a behavioral objective is the degree of succ^. The degf^ of success 
portion of a behfefioral qbjecti^e describes how the actor will be evaluated or how well* and^by 
when he'inust pjprform a giveniask to be^successful. -Key words to' look for to fdentify the de- 
gree of sue cess- portion^jj^-^^^^ jdjectivWor adverbs and number^ The degree of success j 
portion often ai^e^fTat the end of a behavi.oral objective. An Acample is: ' ^ j 

Giverl a' variety lof sources for obtaining career information, students will prepare a personal in- 
formation file. 'Eachjtuden^^ 

' A. A sample job placement form ; * ' 

B. Information from local employment agencies about the local availability ot jobs 



C. Information ffom the U.S. Department of Labor about the nationwide availability 
of jobs * , , ► 

D. Career literature, describing at least three occupations within^ the student's chosen 
career cluster 

E. > A self-report*to be updat^monthly about changing personal career goals . ^ 

P.* Personal results on a standardized interest survey > 

Whenever possible, a degree of success should be explicitly stated. In some cases, however, it 
may not be necessary to do so because it is already implied by th| wording of the objective. 
For example: ' x ' 

/ • 

• Counselors will describe the social and personal counseling servicey available in the ' 
community. . ^ ' • j 

It is implied, rather than formally specified, that counselors will describe all commuhity services:v 

' The student will descisibe the procedure for acquiring assistance with post-higLschool job 
placen^ent through the school. ... ^ ' • 

It is implied that the student will'describe the procefflure without ectdr. 

If you would jike more information about behavioral objectives contact the behavioral objective 
specialist. You may wish to get a copy of tjie Afanua/ for VI riting Behavioral Opjective^hom the be- ' 
havjoral objective specialist. This manual is a programmed text that lea(Jfe you through exercises to 
increase your ability to write meaningful and measurable behavioral objectives. You also m«y want 
to view AV-3. . ' 



ERLC 



12 



Methods . ' , ' 

f * ' . • 

The method specialist has been studying ^ variety of methods and their appropriateness based on 
• pade level, class size, and goal. It might be useful to*ask the method speci^ist to attend your writ- 
irtg sessions if you are^doing development in a group, if you are working alone on a CDU, yoU flight 
take the behavioral objectives for your^goal to the method specialist for help in choosing the best* 
' method for accompfishing ^ajch behavipr. 

Resources 5 ' * ^ 

The Resource leader can update your awareness related, to the^Vailability of the materials, equipment, 
and people for the CDU you are writii^g^ . / / ^ 



APPENDIX B 



SAMPLE CDU 



CDU TITLE:' Job Applications 



^ r- 

1. GOAL: . 

Students will know how to fill out job applicati«n forms. (#9; A-1) 
2. , ' OBJECTIVES : 

^ 9.1 , Given two job application €orms and the narneof a position for each of the appli- 
• ^^ations, the student will complete each application accurately and thoroughly, in- 
3- eluding proper use of grammar and correct spelling, 

9,2 Given the name of a position bein^ifplied for and a list of references* the student 
will write a letter requesting ao individual to serve as a reference for himself/herself. 
The letter rtiust be-€orrect in format, free of grammatical and spelling errors, neat in 
appearance, and thorough in c6nt^nt, {Enabling Objective) 
C \ ^ ' . 

3. INSTRUCTORS : 

English teachers — C, Jones, M. 'Brown, and T, Smith 

4, INFUSION POINTS : 

. Four English III classes: Jones' 2^ period; Brown's 3rd and 4th periods; sinith's 4th 
period r 

5. I^ARTICIPANTS : ^ 

Actual Number: 120 students 

Target group and number: 248 students (the entire junior class) 

6, SCIffiDULE: ^ , . , 



April 1 through April 5 



if 
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METHODS : 
A 



Discuss the article Word About References," publish^U by the Schoctf^Dl^ct 
Occupational Placement andTollow-up Center (SDOPFC). ' 



B. 



Show samples of letters wherein references were requested and discussyi^ various ^ 
types of mformation included in the letters. 



E. 



r 



In small groups, haver students write letters requesting a reference for;H job. Students 
will critique and discuss the lettej:6 of classmates afterwards. * * = ' • 

Using an overhead projector and transparency, demonstrate a cqmfrfeled job'applica- 
tion form, indicating features to be kept in mind, such as neatdete^^ammar, content, 
spelling, etc. ^ ' . ^ . 

> I ' 

Invite a resource person in from the state department commission to discuss such 
things as: job applications completed by persons who were successful in obtaining 
a job, completed job applieations of persons likely to be successful in obtaining a 
job, and completed applications of person^ who may not be-^ccessful in obtaining 
a job. (MSi. Foradori will be here on April 3.) ' ' . ' 

Have students practice completing job application formS in small groyps acting as 
critics.of.one anothe/. • . 

G^ve eacH studeift two jo^pplicagpn forms, allow each t6 choose two positions to 
apply for, and ask that they fill oWthe application at home and return the -completed 
fornrthe next day. 
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RESOURCES 



Resource Descriptiort 


Objective^ 


Method 


■ Resource Availability 


Co5t 


People: 

— *3 English teachers (20 classroom 
hours) <^ J. 

N.TF'oradori (2 h(^urs) 


all t> 
* 9.1 ' 


E. 


yes (school) 


\ 

no 
no 


Space: . . 
' — 4 classrooms (20 hours) 
— small auditorium (Ms. Foradori 
addressing two 4th period classes) 


.9.1 


aU 
E. 


yes (school) • , ' , 
yes (school) 


no 

^ ^ no 


Equipment: 

— two overhead projector^(2 hours) 


9.1 


D. 


yes (school AV specialist) 


no 


Material: • . ^ ^ 
7- -4 transparencies 
• — 400 job appFication forms' 

— 120 copies of "A Word about - 
References" 

— 25 copies of a sample letter 
requesting references 


9.1 
9.1 

*9.2-^ 

* 

9.2 


D. 
G. 

A. 

B. 


yetf (school A V specialist) 
yes (stat^mployment 

- conjmission) 
y^s (SDOPFC) 

yes (SDOPFC) 


' X 
^n<^ 

no 
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EyALu)to:: 



The CDU evaluation form and procedures will- be used. Instructors wijl include comments 
and recommencjations for t'he CDU along with the completed CDU evaluation form. , Since 
. the CDU is the same for all thyee instructors, evaluatfon results will be sunmiarized on one 
form. 

The completed job application forms and the letters of reference will serve %s the evalua- 
tion instruments for the achievement of the behavioral objectives. Instructors will fudge 
^ each form and letter to determine the achievement rate for the behavioral objectives. 



See example next page. 
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EXAMPLE * / 

CDU EVALUATION FOR JOB APPLICATIONS 



Instructor: C. Jones, M. Brown and T. Smith Goal N&. 9 Infusion Point : Four English III Classes , 



BO 


Students 


BO Achievement 


Method 
Letter 


Number of 
Students 
in Method 


Helpful 


Interesting 


> 


No. 


Attempting BO 


No. 


% _ - 


No. 




No.. 


% 


Students* Comments 


9.1 


120 


100 


83% 


D 


1^20 


90 


75% 


60 


50% 


*Easy to follow with transparencies 










• E • 


120 


110 


92 


110 


92 


I Resource person is good idea 










F 

w 


,115 


115 


100 


115- 


100 


Small group discussions are a good 
'idea 










' G 


120, 


118 


98 


118 


98 


V Students learn from' students; don't 
♦ giv/hofire ^ignments ' ^ 


9.2 


120 


104 


87 


A 


118, 


96 


81 


80 


68 




(E.G.) 








. B 


118 


11€ 


93 ^ 


104 


88 


Samples help 






% 




C- 


120 


118 


93 


118 


98 

t 


^ Liiie working^in sqiall grckips 



' Form Nb:'21 



CI^ Instructor Comments • 



Students did enjoy working on the letters in small groups. Ms. Foradori held the students' at- 
tention and they had several good questions at the end of the session. 

• ■ Students did not seem tb like completing the jo^pfication f9rms at home but I still think it 
IS a gb6d expedience, I would use.the unit again and I think'ither iijstructors would find it effective. 
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APPENDIX C 
t. * . 

JJCTIONS FOR COMPLETING 
EyALUATION FORMS 
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1. Fill in the CDU^title at the top of th^ page along with the instructo'r(s), goal numter, and in- 
fusion point. 

-2. Obtain and record information for the first, second, and fifth columns frorS the CDU. 

. 3. For each behavioral objective, record the number and percentage o| students achieving it. 

• A/ For each method, lisj the number of students attiempting the method and the number and per 
* cenUge who found the method helpful and interesting. Yc5u may obtain this information at 
anjTpoint during the CDU (ej., at the end pf each method, each' olass, or the entire CDU). 
You may ask for a ^how of Hands or have students ^ite their responses. 

5. Record any student comments made about the method or overall CDU on the form itself. 
Attach addijiqnal sheets if necessary. V ^ , 

% 6. .Record ydur own comments^on a separate sheet entitled "CDU Instructor Comments." 

7. At the completion of the CBT^ forward the evaluation results (the form and any attached 
comments) to the CPSS coor^ator. ' . ^ , / , \ 

8. ' If more than one instructor's the same CDU, summarize the fig^s and forward only one 

, . form for a single CDU. Each instructor fills in numbers only; percentage^ are computed when 
yOJ^summarize. ' ^ . ' , ' 
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